Working for Washington State

MANAGE YOUR JOB APPLICATIONS AND PROFILE

You may update your profile, lock your profile, or check on the status of a job
application at any time. If you choose, you can also withdraw an application.

Manage vour Job Applications

1. On the Job Seeker Start Page click Manage Applications under My Job

Search & Applications.

Job Seeker Start Page

for quick, manageable job searching and applications.

My Name and Contact Information

Enter your name, email address and contact information here.
My Personal Details
My Centact Information

My Resume

The profile containg yoeur rezume and your dezired employment. You may lock and
release your profile, build and =ave your rezume andfor copy and paste your
resume to submit for specific positions.

Option 1: Build Resume Profile

Option 2: Attach Resume

View My Resume

Release Profile for Consideration

Identify Interest Group

My Jobk Search and Applications

If you are interested in applying for a =pecific position, apply directly. Otherwize,

=earch and apply for epportunities that interest you. You can add job opportunities

to your Faveritez list and alzo view the status of exizting applications.

Apply Directhy

Search for Jobs
aVOMiEs

Manage Applications

Creating a prefis on the VWashington State Careers website provides a central location for maintaining persenal information, allows state employers to match your skills to positions, and offers tools

Change Personal Settings

Tailer your pages to suit your perzonal requirements. This includes defining your
preferred dizplay format for the data overviews and defining your printer location.
Change Personal Settings

Change User Name

View Help and Use Services

Access the statewids careers website for additional job =eeker information or
view a demonstration of how to appy for an opportunity.

View Demonstration

Link to WA Careers Website

e An overview of your applications will appear.

2. Look in the right column for the status of your applications.

e Those that are in Draft Status have not been submitted to us. If
you are interested in a job, you need to continue with the

application and submit it.

e Those marked In Process have been received and are currently

being evaluated.

e If you have withdrawn an application from consideration it will be

marked as Withdrawn.
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e A date next to a job listing indicates that you have submitted an
application on that date.

Do you want to call an overview of your applications up to now?

These are your applications to date. You can check the status and withdraw or delete applications. You can apply for withdrawn or deleted applications again.

[l | HB50000146 Lioyd Test of Search Draft

B | Cffice Assistsnt 2 Draft

[l | Posting NC50001001 Draft

B | office Assistsnt 2 204272 0712412008 In Process
B | Office Assistant 3 {General Pool) 07/25/2006 In Process
B | offics Assistant 3 07/24/2008 Withdrawn
BE BE

[ Continue/Dizplay Application | [ Deletefwithdraw |

3. Click on the blue box left of the job posting, then click the
Continue/Display Application button to either review what you submitted
for that application, or complete the job application.

= If you need to complete the application, you will be taken to the
application wizard.

4. To delete an application highlight the specific job opportunity by clicking in
the blue box left of the job posting then click Delete/Withdraw.

Do you want to call an overview of your applications up to now?

Theze are your applications to date. ou can check the status and withdraw or delete applicationz. “ou can apply for withdrawn or deleted applicat

TIET e

[l | MB50000148 Lioyd Test of Search
I | Offics Assistant 2

Posting NCE0001001

B | Cffice Assistant 3 (Geners| Pocl) 07/25/2008
I | Cffice Assistsnt 2 07/24/2006

[ Continue/Dizplay Application | [ Deleteivwithdraw |
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Managing/Updating Your Personal Information

You can update your personal information and/or profile at any time.

1. Click on the links in the My Name and Contact Information box. In My
Contact Information you will be able to update your mailing address and

contact phone numbers.

Job Seeker Start Page

Creating a profile on the Washington State Caree
for quick, manageable job =earching and applications

My Name and Contact Information

Enter your name, email addfess and contact information here.
My Perzonal Details
My Contact Information

My Resume

The profile containg your rezume and your desired employment. You may lock and
releaze your profile, build and =ave your rezume andfor copy and paste your
resume to submit for =pecific positions.

Option 1: Build Rezume Profile

Option 2: Attach Resume

Vigw htv Resume

Release Profile for Consideration

Identify Interest Group

My Job Search and Applications

If you are interested in applying for a =pecific position, apply directly. Otherwize,
=earch and apply for opportunities that interest you. You can add jeb oppertunities
to your Favorites list and alzo view the status of existing applications.

Apply Dirgcthy

Search for Jobse

Favorites

Manage Applications

site provides a central location for maintaining personal informatien, allows state employers to match your skils to positions, and offers toole

Change Personal Settings

Tailor your pages te suit your personal requirements. Thiz includes defining your
preferred display format for the data overviews and defining your printer location
Change Personal Seftings

Change User Name

View Help and Use Services

Access the :tatewide careers website for additional job 2esker information or
wiew a demonstration of how to appy for an opportunity.

Vigw Demonstration

Link to WA Careers Website

Revised 3/2008 3




Managing/Updating Your Profile

1. To update your employment, education or other information click on
Option 1: Build Resume Profile. Proceed through the tabs until all your
information has been updated.

NOTE: Keeping your profile current is important as recruiters will be
searching for job seekers to fill vacancies as opportunities arise.

External Job Seeker Start Page

Creating a profile on the Washington State Careers website provides a central lecation for maintaining personal information, allows state employers to match your =kills te positions, and offers tools for
guick, manageable job =earching and applications.

My Name and Contact Information Change Personal Settings

Enter your name, email address and contact information here. Tailor your pages to suit your personal reguirements. This includes defining your
My Personal Details preferred display format for the data overviews and defining your printer location.
My Contact Information Change Personal Seftings

Change User Name

My Resume

The profle cumalnsyuur resume and your desired employment. ou may leck and E R DT U S

a d zaye your resume andior copy and paste your resume Wiew helpful information about using E-Recruiting or access the statewide carsers
to submit fUr SDECIFC Dﬂsmons W for additional job seeker information
Ogtn:n 1 E|u|I:I Resume Profile v Ipful Infcrmahcn
BESUm Li i4 Careers Website

‘; y Prcf|I=
Release Profile for Consideration

Identify Interest Group

My Job Search and Applications

If you are interested in applying for a =pecific positien, apply directly. Otherwise,
=earch and apply for opportunities that interest you. You can add job opportunities to
your Favoritez list and alze view the status of existing applications.

Apply Directhy

Search for Jobs

2. View My Profile is an overview of your profile information.
e Contains the information you entered in when building your profile.
e Can be printed off to use as a resume.
3. View Profile and Application History Statuses and Scores is an
overview of your profile information, plus the job postings you have

applied for.

e Depending upon the recruitment and type of exam, you will see
results from exams.

e Requests for review of exam results must be made within twenty

calendar days from when the score was made available. Individual
score notices will not typically be sent out.
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Changing Personal Settings/Change User Name

Job seekers can tailor their personal pages. This includes defining the preferred
display format and printer location.

1. To change settings click on Change Personal Settings.

Job Seeker Start Page

Creating a profile on the Washington State Careers website provides a central location for maintaining personal information, allows =tate employers to match your skills to positions, and offers tools
for quick, manageable job searching and applications.

Iy Name and Contact Information 'Change Personal Settings
Enter your name, email address and contact information here. Tailor your pages to suit your personal requirements. This includes defining your
Iy Personal Details preferred display format for the data overviews and defining your printer location.
My Contact information Change Personal Settings

Change User Name

My Resume

) ) View Help and Use Services
The profile containg your resume and your desired employment. You may lock and

releazs your profils, bulld and save your resume andior copy and paste your Access the statewide careers website for additional job seeker information or
resume to =ubmit for specific positions. view a demonstration of how to appy for an opportunity.

Option 1: Build Resume Profile View Demonstration

Option 2: Attach Rezume Link to WA Careers Website

View WMy Resume
Release Profile for Consideration

|dentify Interest Group

My Job Search and Applications

If you are interested in applying for a 2pecific position, apply directly. Otherwize,
search and apply for oppertunities that interest you. You can add job opportunities
to your Faverites list and alzo view the status of existing applications.

Apphy Directly

Search for Jobs

Favorites

Manage Applications

2. Select the format for your basic settings and general settings.

e Under Basic Settings you can specify the format for dates and
numbers.

e Under General Settings you can display data overviews in either
HTML or PDF. For best results, select PDF.

NOTE: You must have Adobe Acrobat Reader installed to be able to display
the overview in PDF.
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Job Seeker Start Page > Personal Settings

Here you can tailor your pages to suit your personal requirements

Basic Settings

Date Format MMDDAY Y Y Y 3

Decimal Notation 1,234 56789 |

General Settings

“ou can display data overviews in HTML format or in Adobe Portable Document Format (PDF). “ou must have the Adobe Acrobat Reader installed to be able to dizplay the overviews in PDF
format.
The preferred language 2pecifies the language in which you want to receive and =end your correzpendence.

Dizplay Format for Data Overviews — Select— v
Preferred Language Englizh hd
Save

3. Once you specify a new user name your current name is no longer valid.
You will need to remember to enter your new name in order to log in next
time.

e If you are not a state employee, you can not change your User
Name.

Change User Data

Job Seeker Start Page > Perzonal Seftings = Change Uzer Data

Specify your new user name and save. Your current user name iz then no lenger valid. Enter your new user name when you next log on

User Name PANMR

If assistance is needed with this process, please contact the Department of
Personnel at 360 664-1960 or send an e-mail to Information@dop.wa.qgov

The state of Washington is an equal opportunity employer. Persons with a
disability, who need assistance in the application or testing process, or those
needing this announcement in an alternative format, may call (360) 664-1960 or
Telecommunications Device for the Deaf (360) 664-6211.

To view other Job Seeker help documentation close this document and return to
http://www.careers.wa.gov/help/.
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